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ILLEGIB

ILLEGIB
Catting Corresponfence Couba
The written word is expensive. Drafted or dictated correspondeuce
coste from $1.30 to $2.00 per page. 2 glanoe &t yowr filen {m&m
simple midbiplication) will eontirm that thie wet is o mejor one to
the Orgenization.
Hrite to axpress not lngpress.

Ve less expensive subatitotes for costlier 8toteted or dvufted
coTTenpondenes .

Hevrata hov.

costs by cereful planning 4o

el vopies.

T2 Avoid Betyping snd Rewriting

mmmmmwmumw~ '
operations. MM&W&MWMMW
lead to confusion over “vhat is stenderd” and rontrilate gresily to the
ook of retyping required.

Lm&mmmmmmm&wmmm
truthfully say "yes™ ho these questions:

3. Wi the present verslon feil % bring the reguired rosults.

2. Uill the yeper oreste & Qeservedly bad impression of ywur Offive
or of the Organlsation?

- gpomdence such that it muat be 20w
woked until abam? Bo mms improvesmnt agpenrs poBgihle?

he Would you, from the viewpoint of s taxpayer, sey that the peper

The fact that much retyping ant rewriting could well he elimimpted
mmwwmwmmmmm It does sugsest,
W, ﬁm axzim of correspondes

CRETOn panse Tather m on zm«zmm, or WL
prefere v being sc, theye ia a point whiere Durther lmprovemento
mwmmmm in rewriting or rebyping.

e
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YRITE 70 EXPRESS §OT IMPRESS

Apgly the "Pour 6 Formule® to your wrlting: Shorbnese, Of
Fincerity, sod Streagth, Conclse clesr writing has 8 m mim
gﬁwﬁ. Legs 3ime is necded 1o Iregerxe, mmmm 5

sproversations are avolded; good relations are maimtained. ¥e can't
mmmwmra’ we oan styive, bhowsver, mﬁﬁww&tﬁwaz
movs o bexriers to effective commmictbion. Here i & partisd

&Wmmmm. Bach "I mpgwor indlentes & potentlial aves for

1. Are mopt of your letters or memorentums less than & page long?
Z. Iz your aversge sentence less then 22 words?
30 oy keop

b, %mmmmm@wﬁmbm&ﬁmmm
notwrally and conversationally?

Se Do you peraghase items that 8o not eall for a verbabim quotation?
fie Do you use personsl propouns freely, perticulardly "Toud”
7+ Do you know shen the slx little verb thleves, ughe, tghe, give

hold, have and ba mb your writing of ite strength
%J‘ dscision rethor than decided?

%, Po you overwork prepositionsl ghrapes such ag for ¥
w* (fgr}ﬁ ﬂm :"‘* A E (m; COROEd T By

1%, Bo you saswer a guestlion bofore exg@pleining the angwes

FEVHID RONESBENTIA

Coples ave costly. %3@&&%%%@2&%% Crpganisation
gt hendle, store snd Slspose of. They slow Lyping operabiong,
ﬁmwmwmmtﬁm mmﬁmm’*mmmy
wakon tuo typlngs necesssry. %’tam%mmwy RBoute a alngle
@Wg ‘%’z& wwml aﬂ‘ms if time end clvomstances perpdlt. Siste your oopy

gpecitioally. Limit courtesy ﬁt&;:fi% m essentisle. Cowmt your
wms m m mx;iw ooante

e
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&W e Yriiye s
&mbfmwﬁﬁm AL,

g;m necegoary? I not, desh off
andaie; foum O OB B ﬁmmtm s1ip.

coryespandence? Is Ib always neceasery)

kW&WWWMMWMW%%,

Or betier still, consider vevising the foremt of the meterisl to

gmﬂmm m*‘%" “mw“smmﬂ and alixivate the
;. 37 Ko 33 yt

ingtruetdon or declaion bave % be in writing.
Wﬁsmﬁmmm&mwm or personel
mmﬁ it aypropriato

ﬂmwmtwwmmmhamwm 3

UNNECESSARY

UNNECESSARY TYPING

DICTATING

UNNECESSARY UN"'/EEICLE,%SGARV
REVIEWING g

130 iﬁ m W o mi m bmﬁ W o8 QALES TN e 1
the reeder.

3 3:%5, lﬁ;lﬁ;wwmmuaaﬁwwm; aﬂ,lﬁyar
10 timos per month, respectively.
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Seriot. Maiticsatly, in headgmrtars your Feos "
uf the Regords . Mummawmw.
Wwwmmwmmmwmmw
in:

*
b
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